GOVERNOR'’S OFFICE OF

Planning & Budget

FY25 Comp Prep Guide

OVERVIEW:

The Comp Prep system is available at https://budgetprep.utah.gov/comp/home.html. If
you do not already have access, please send an email to Hannah Elliott at
helliott@utah.gov.

This manual provides general guidance for navigating through Comp Prep. Please
contact your agency’s analyst in the Governor’s Office of Planning & Budget (GOPB) for
additional assistance.

GOPB will use the data in Comp Prep to develop the governor’s recommendation for
incremental changes to the state compensation package for FY25. Since they may
differ, total personnel costs from Comp Prep will not be used to pre-populate your
personnel services expenditures in Budget Prep. Please accurately account for the total
Comp Prep personnel costs when calculating your personnel services expenditures for
Budget Prep.

To provide sufficient time for GOPB to analyze various compensation package
scenarios and provide agencies with summary reports to inform FY25 base
submissions, agencies must complete all Comp Prep work no later than Friday, Sept.
15, 2023.

Common Data Errors

To minimize mistakes and avoid extra work during GOPB and LFA review, below is a list
of common errors:

FTE VALUE GREATER THAN 1: The total FTE value in Comp Prep for an employee
identification number (EIN) should not sum to a total above 1. If an employee transfers
to another position within the same agency or at another agency, do not utilize the
former employee and their EIN as a placeholder for a replacement. The replacement
needs to be added as a vacancy.

This guide includes instructions on how to create a vacancy using a position already in
the system. In a rare case, such as a position share, that one employee works over 1
FTE, please note in Comp Prep.

BENEFIT SPLIT: If an employee receives benefits, this value should aggregate to one.

If they do not receive benefits, it should be zero. Issues frequently arise when an
employee is split between appropriations.
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BOARD MEMBERS: If a job class title is Board/Commission Member, they should be
marked as a board member. Ensure benefits values are correct for board members and
note it is uncommon for them to receive benefits.

VACANCIES ALIGN WITH ACTUAL STAFFING TRENDS: In most instances,
vacancies should align with actual staffing trends. There are two specific instances
where this is not the case which cause concern:

1.

Your total FTE and payroll costs in Comp Prep should reflect levels that your
agency can realistically execute within your anticipated FY25 base budget.
For example, if an agency includes vacancies totaling 100 FTE, they should
be able to realistically hire enough staff to increase the total FTE utilization by
100 compared to current staffing levels.

In the past, when agencies have been asked how they plan to fill an
abnormally high number of vacancies identified in Comp Prep, agencies
respond that they are using savings from turnover in other positions. In reality,
turnover savings should be accounted for in the payroll costs of on-board
positions listed in Comp Prep. While a percentage of positions may turn over,
the specific positions are not known. Existing positions serve as a cost and
FTE placeholder for future replacements.

GOPB and LFA expect agencies with a significant number of vacancies in
Comp Prep to be able to justify how the positions will be hired and funded
without turnover savings.

. The benefit and retirement plan mix for vacancies should align with the

average mix for existing staff. For example, it is not appropriate to assign the
most expensive retirement and benefit plans to all vacancies. If a vacancy is
created based on an actual position or a new vacancy for someone who has
already been hired, rely on the best knowledge of what the benefit retirement
mix will likely be. When adding vacancies where the benefit and retirement
mix is unknown, you should align with averages for existing staff throughout
your agency.

Your GOPB analyst can provide assistance with these calculations if
necessary. LFA has indicated that they will flag any variance greater than
20% compared to current staff for review and potential revisions.
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BASIC COMP PREP PROCESS:

1. Review and update personnel data. Each agency is responsible to ensure that
all Comp Prep data are accurate—this means reviewing each personnel record
for accuracy. It is not appropriate to assume that since the data was pulled from
the State Data Warehouse that it is without error.

The initial data in the system is the most recently available payroll data as of the
opening of Comp Prep. If another pay period is a better representation of a
‘regular” period, you may select another period. You may also update or add
individual records (see pages 8-12). Only add vacant positions if you plan to fill
them before or during FY25. Do not include contingent positions that will only be
filled under unusual or unanticipated circumstances (see page 12).

Ensure that the General Increase flag is checked consistent with your intent to
administer an increase to a position if funding is provided. DO NOT check the
flag for employees in temporary positions (i.e., schedule codes IN and TL) if you
do not intend to administer funded increases to employees in these positions.

2. Review and update funding data. The initial data in the system reflect the
funding spread from the most recent legislative session as maintained by the
Legislative Fiscal Analyst (see page 16).

3. Submit final data Update all statuses to “GOPB Review” by close of business
on Sept. 15 (see page 19).
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HOME PAGE NAVIGATION:

@ Budget Builder x  + -| 2
&« C & budgetprep.atutah.gov/

Budget Builder

400 - Utah State Board of Edu. « W= an]| Type to Filter

Personnel Records are listed in this table and finked to an Appropriation. Highlighted records show you what has been modified this cycle. Deactivated Records are also highiighted.
- Edit a Personnel Record by clicking the person's name, Employes Number, PCN, or « Manage Appropriation Funding by going to the Funding page
Class Title. Some fields allow in-line edit See Calculations Rates on the Benefit Rates page. Appropriation Info is Here.
« Add or Duplicate Records by clicking the add or duplicate buttons Mass Update multiple records by checking the records's checkboxes and dlicking

+ Sesrch For Records by entedd text above. Search willlook at the person's "Mass Update’
name. employee number, ration, line or tags « Update Personnel Data from the State Data Warehouse by dicking Here E
Update Muligle Records | Add Record Submit Records to GOPB
1 = 11
Benefits  Flags | Additionallnfo) Tags
FTE ‘

(m] Name FTEVal Rate Estimate Appr  Inactive  Status Emp Numb Class Title | PCN | Line  Schedule  Mod | IB:r:hr:r |
b

(] 08 4678 512269782 PAE (] Rln.;\fi}:w PAAA AE Dec8 [m] 08

(m] 1 3846 $12970592 PAE (m] LA PAAA AE Oct 24 1
Review

(m] 05 1898  $37,79505 PAE (m] LA PAAA B Decd 05
Review

(m] 1 46.91 $0.00 PAE LFA PASA AE Qct 24 (m] 1
Review

(] 1 39.1  9$13149659 PAE (] LF.A PAAA B Oct 24 (] 1
Review

(] 1 208 85890550 PAE (] LF_A PAAA AE QOct 24 (] 1
Review

(m] 1 4631 513059192 PAE (m] LF_A PAAA B Oct 24 (m] 1
Review

(m] 1 45 513458364 PAE (m] LF_A PAAA B Oct 24 (m] 1
Review

[m] 025 4691 $3694342 PAE [m] LA PAAA AE Decd [m] 025
Review

(m] 1 39.02 $11405859 PAE (m] LA PASA AE Oct 24 (m] 1
Review

(m] 02 3838 $24,19328  PAE (m] LA PAAA AE Decg (m] 02
Review

(] 1 352 $117887.34 PAE (] LF.A PAAA AE Oct 24 (] 1
Review

Action Page
. Department/Line Item Selection 5
. Appropriation Unit Selection 6
. Filter Records 7
. Personnel Data Update 8
. Update Multiple Records 9
. Add Record 10
. Add Blank Vacancy 11
. Board Member 12
. Appropriation Info 13
14
15
16
17
19

OO ND O WIN|[—

10. Benefit Rates

11. Download Excel Spreadsheet

12. Comp Menu Bar - Funding Split
12. a. Turnover Savings Report

13. Submit Record to GOPB
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1. Department/Line Item Selection

Choose the department or line item to view from the drop-down menu

% Utah Comp Prep. x  + ~ - x
< c a ppr= ine=rrx e % * 0 H
e 2 Hannah Elott -
150 - Dept of Government Opera. « [l [x 2105 Filter Criteria « W Filter
| ]
150 - Dept of Government Oper: = Personnel Grid
2000 Restricted Special Revenue Personnel Records are listed in this table and inked to an Appropriation. Highlighted records show you what has been modified this cycle. Deactivated Records are alsao highlighted
FAAA DGO Executive Director
+ Edit a Personnel Record by clicking the persan's name, Employes Number, PCN, or + Manage Appropriation Funding by going to the Funding page.
FDAA DGO Administrative Rules Class Title. Some fields allow in-line edit « See Caloulations Rates on the Benefit Rates page. Appropriation Info is Here.
FEAA DGO DFCM Administration « Add or Duplicate Records by clicking the add or duplicate buttons + Mass Update muliple records by checking the records's checkboxes and clicking
" + Search For Records by entering search text above. Search will look at the person's “Mass Update’
FGAADGO State Archives
name, employee number, class, appropriation, line or tags. « Update Personnel Data from the State Data Warehouse by clcking Here
FHAA DGO Finance Administration
FIAADGO Office of Inspector Gen.
FIAADGO Office of Inspector Gen. Update Muliple Records | | Add Record ~ | | Update Statuses to LFAReview | | Update Statuses to Agency Review
FJAADGO ISF - DOF Purch
Card
FKEA DGO Judicial Conduct lg
Commis ort | () Q) e
FLAA DGO Purchasing FTE Gen Board
FNAA DGO ISF Purchasing Genera.
FNAADGO ISF - Purchasing &
Gene <
|

o 1

LFA

1967  $75541.12 2105 O | Review 2000 B N9 O 1
1 1863 $5301851 2105 (m] LA 2000 B Novs O 1
Review
[u] 1 1982 $5456467 2105 (m] R:;:W 2000 s N9 O 1
(m] 065 55 $9882173 2105 (m] Rle;\';:w 2000 AX N O 065
[u] 1 1714 $6299825 2105 (m] LA 2000 B N9 O 1
Review
o 1 2057 $7340729 2105 (m] LA 2000 B Novs [ 1
Review
o 1 2094 56616327 2105 (m] LA 2000 B Novs O 1
Review
(u] 1 1884 $68647.44 2105 (m] LFA 2000 B Novs O 1
Review
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2. Appropriation Unit Selection

Select the appropriation unit(s) to view

% Utah Performance 8 BudgetPre; X =

< C & budgetprep.stutah.gov/comp/home htmi?appr=

Utah Performance & Budget Prep

Personnel Grid

Personnel Records are listed in this table and linked to an Appropriation. Highlighted records show you what has been

- Edit a Personnel Record by dlicking the person's name, Employee Number, PCN, or
Class Title. Some fields allow in-line edit

« Add or Duplicate Records by clicking the add or duplicate buttons

- Search For Records by entering search text above. Search willlook at the person's
name, employee number, class, appropriation, line or tags

Update Multiple Records | Add Record Update Statuses to LFAReview  Update Statuses to Agency Re

Benefts | Flags ([Addiionalinfo] Taos
FTE

0 Name va PRt Estmatc  Appr Inactive
m] 064 1501 $34,16486 CAA

0 1 2329 $6478733 CAA

w] 1 5037 516493130 CAA (]
(] 1 4842 S141630985 CAA ]
] 1 3105 $8546241 CAA (I
(] 1 416 §11448924 CAA (]
] 1 3209 $109,04869 CAA (]
O + 8795 $6:00 =
u] 1 2035 $8843657 CAA (]
(] 1 10366 531094166 CAA

You may view multiple appropriation units. Select one unit from the drop-down menu,
then select as many others as needed. To remove an appropriation unit, click the “X” to

the left of the appropriation unit.

Status

[object
Object]
[object
Object]
[object
Object]

[object
Object]

[object
Object]
[object
Object]
[object
Object]
fobfeet
Sbiect]
[object
Object]
[object
Object]

Gen
Max
Incr

[<]

<]

<]

[<]

<]

[<]

<]

ki-Recerd are also highlighted
bg by going to the Funding page.
e Benefit Rates page. Appropriation info is Here

by checking the records's checkboxes and clicking

the State Data Warehouse by clicking Here

=

Board

ritle PCN | Line | Schedule| Mod |, " | FTE
cAMA AC Nvs O 0.64
cAMA AC Nvs [ 1
CAMA | AC Nvs | O 1
cAMA AC Nvs [ 1
CAAA  AC Nws | O 1
CAAA  AC Nws O 1
cAMA AC Novs | O 1
earh  AE Nev8 [ 4
cAMA AC Nvs O 1
CAMA  AC Nvs O 1
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3. Filter records
Filter the records by name, EIN, PCN, tags, or appropriation

Budget Builder

180 - Dept of Public Safsty - i [x 2390 | Type to Filter

shows you what fas been modified this cycle. Deactivated Records are also highlighted.

+ Manage Appropriation Funding by going to the Funding page.

+ See Call Rates on the Benefit Rates page. Appropriatien info is Here

- Mass Update multiple records by checking the records's checkboxes and dlicking
"Mass Update

+ Update Personnel Data from the State Data Warehouse by clicking Here

ecord Update Statuses to LFAReview | Update Statuses to Agigy Review

senent]  Fisgs (Addonaiine] Tos

— - . Emp . Board

O Name TE Val Rate Estimate Appr Inactive  Status Class Title PCN Line Schedule Mod FTE

= Numb Member

u] 1 2390 m] LFA 00 AX oa24 0O 1
Review

u] 1 2390 m] 02 2000 8 o4 O 1
Review

— - LFA -

() 1 2390 [m] N 2000 B Oct 24 [m] 1

- - Review -

(] 1 2390 m} LF_A 2000 B Oct24 m} 1

- - Review -

- - LFA -

O 1 2390 O N 2000 B Oct 24 O 1

- - Review -

Use the filter to quickly find records. You may filter by Class Title, EIN, Name, PCN, or
Tags. Choose the desired category from the drop-down menu, type the criterion into the
filter box, and press enter or click the “Filter” button. To remove the filter, delete the
criterion from the filter and press enter or click the “Filter” button.
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4. Personnel Data Update

Update personnel records with data from the State Data Warehouse

Personnel Grid

Personnel Records are listed in this table and linked to an Appropriation. Highlighted records show you what has been modified this cycle. Deactivated Records are also highlighted
Update from State Data Warehouse I [ P———
unding page.
age. Appropriation Info is Here.
records's checkboxes and clicking

= Edit a Personnel Record by clicking the person’s
Class Title. Some fields allow in-line edit

« Addor D ate Records by clicking the add or ¢

» Search For Records by entering search text aboy
name, employee number, class, appropriation, lin arehouse by clicking Here

Select an Appropriation and Pay Period and click 'Update’ to update from the State Data
Warehouse

Agency: Dept of Environmental Quality
Update Multiple Records ~ Add Record Upd Appropriation

Please Select ~

e
Benefts  Flags [ Additionalinfo| Taos Please Choose a Pay Period

2023-07-21 v
] Name FTEVal Re Line | Schedule | Moa | B2 | pre
= Member
O a0 Insert Only Impoln missing employee records only, no updates to 2000 5 Oct 24 o 004
— existing records —
{ | 33 2000 B Oct 24 | 0.01
N For the update, data is pulled from the Employee_Data table and the Labor_Distribution N
L M table for the pay period selected. 2000 B Oct 24 L | on
. is Matched on EIN an propriation. . o -
0 24 Data is Matched on EIN and Appropriation 5000 B Oct 24 0 015
(] 1 44 NAAA AX Oct 24 O 1
O 48 NAAA B Oct 24 (] 1
O 1 33 NAAA B Oct 24 O 1
O 42 Cancel NAAA B Oct 24 O 1
P
O 1 3917 [§11148102) NAA ST NAAA B Oct 24 (] 1
— — LFA —
0 2979 $42,69253  NAA B e NAAA B oct24 [ 0.4

Click on “Add Record” and then “Add From SDW?”, or the hyperlinked “Here” at the end
of the final bullet point labeled “Update Personnel Data” to import compensation data for
a specific appropriation unit from the State Data Warehouse. Then, follow these steps:

-

Select the appropriation unit.

Select the pay period.

Choose whether to import only missing records by checking the “Insert Only”
box, or to overwrite all the data by unchecking the “Insert Only” box.

4. Click “Update” at the bottom left. A message box will appear as a final
opportunity to cancel the import—click “OK” to proceed with and complete the
import.

wn

NOTE: If you would like to import compensation data for more than one
appropriation unit simultaneously, please contact your GOPB analyst.
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5. Update Multiple Records

Perform updates to all records with the box to their left checked

[m)
X

4 Utah Performance & Budget P X + g o

& c & budgetprep.at.utah.gov/comp/home.html?appr=CAA&a=128&selectedLine=**** L Y 3 o ﬁ H

Utah Performance & Budget M= Mass Update Personnel Records x

Make changes to multiple records with this form. Mouse over here for list of the checked

Person nel G rld records that will be updated. Any values entered will be pushed to all the selected records.
Personnel Records are listed in this table and linke| also highlighted
« Edit a Personnel Record by clicking the perso General the Funding page.
Class Title. Some fields allow in-line edit ) s page. Appropriation Info is Here.
« Add or Duplicate Records by clicking the add Appropriation Status the records's checkboxes and clicking
« Search For Records by entering search text a l l No Update o

name, employee number, class, appropriation | Warehouse by clicking Here:

(J Board Member

FTE (Full-Time Employee)
Update Multiple Records Add Record U

FTE Value Hourly Rt
O Active =
Benefits _ Flags ((Additionalinfo] Tags
Benefits
O plaie FTE Val Line | Schedule Mod | 5% | prg
Member

Health Dental . |
0.75 No Update . No Update . ! EAAA AC oct24a 0O 0.7t
1 }  EAAA AC Oct 24 (=] 1

Retirement
1 No Update “ | EAAA AC Oct 24 o 1

v local ~

»

Use this option to update multiple records simultaneously. To update records, follow
these steps:

-

Check the box to the left of each record you wish to include in the mass update.

2. Click on the “Update Multiple Records” button and make the necessary changes
in the resulting pop-up window.

3. Click “Save” to update the selected records with any changes you have made, or

“Cancel’ to cancel any changes and close the window.
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6. Add Record

Personnel Grid
Personnel Records are listed in this table and linked to an Appropriation. Highlighted records show you what has been modified this cycle. Deactivated Reeerds are also highlighted

« Edit a Personnel Record by clicking the person's name, Employee Number, PCN, or « Manage Appropriation Funding by going to the Funding page

Class Title. Some fields allow in-line edit « See Calculations Rates on the Benefit Rates page. Appropriation Info is Here
« Add or Duplicate Records by clicking the add or duplicate buttons « Mass Update multiple records by checking the records's checkboxes and clicking
« Search For Records by entering search text above. Search will look at the person's ‘Mass Update'

name, employee number, class, appropriation, line or tags. « Update Personnel Data from the State Data Warehouse by clicking Here

Update Multiple Recordsf] | Add Record~  Update Staffses to LFAReview  Update Statuses to Agency Review

Add Blank Vacancy

Add Vacancy From Existing =
Sensts | Flags. (Addlenalli]  Aqd By Spiting Employee

O Namd =~ Add From SDW stimate  Appr  Inactive Status | EmpNumb Class Title PCN | Line | Schedule Mod Mi‘::‘; .

O 075 5176 $12319505 EAA o | [obed EAMA  AC  Oct24 075
Object]

O 1 3114 $10816286 EAA o |[oed EAMA  AC  Oct24 O 1
Object]

. RE - [object N

( 1 2534 $8556666 EAA = EAMA  AC Ot24 O 1

O 1 295 $8920397 EAA (o oo EAM  AC  0d24 [ 1
Object]

0 1 6852 $21587160 EAA o | |[oped EAAA AC o2 O 1
Object]

. - ~ loblect :

( 1 3807 $10545204 EAA o] EAMA  AC Oct24 O 1

O 1 753 $20342127 EAA o | |[oped EAMA  AA Oct24 O 1
Object]

) 01__ 3308 $1107288 EAA [obed EAAA AC  oct24 01 local

1. ADD BLANK VACANCY: Please include only those vacancies that are likely to
be filled before or during FY25. DO NOT include contingency positions that will
only be filled under unusual or unanticipated circumstances. Please provide a
justification for including the vacancy in the notes field (found at the bottom of the
pop-up window that results after clicking on a record’s name). Do not add
vacancies based on anticipated savings you achieved when other active
positions in Comp Prep turnover. Those active positions serve as a placeholder
for the FTE and cost of future turnover.

2. ADD VACANCY FROM EXISTING: Check the box to the left of the record you
wish to duplicate. Make any necessary changes to the data in the resulting
popup window and click “Save.”

3. ADD BY SPLITTING EMPLOYEE: Use this option to split an employee between
multiple appropriation units. Check the box to the left of the record you wish to
split. Make any necessary changes to the data in the resulting pop-up window
and click “Save.”

4. ADD FROM SDW: To add from the State Data Warehouse, click the link or scroll
to the previous section for details.
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7. Add blank vacancy

Add New Personnol Racord »®

New Personnel Record

Agency: Dept of Natural Resources

Employee Name: Vacant
EIN: NewEmpNzcOMS

Class Title*

[ Schedule Code”

Appropriation*

Board Member
FTE Value

1.0

Benefits

Health
BP ADVF

Retirement
NONE

# LifeInswance

# Unemployment

Advanced (Click to Cpen)

Benefit Spit

401k Match

Hourly Rt*

Status

Agency Review

Inactve
Max Rate

Dental
PFHPF

¥ COLA

¥ Long Term Disability

You must select the
appropriate schedule
code. Once you have

saved the vacancy,
you will be unable to
change the schedule

code.

DO NOT enter
alternative hours for
any position. If an
employee will not work
the full 2,088 hours of

@ _

Al Life Ins Premium

the fiscal year, please
adjust the FTE value.
Contact GOPB if you

have any questions.
—

TermPool System Id
Y Data Warehouse Key:

Estimate

Tags

Tags

Add Tag -

Save Cancsd

Please include only those vacancies that are likely to be filled in FY25. DO NOT include
contingency positions that will only be filled under unusual or unanticipated
circumstances. The average mix of benefits for all vacancies in your agency should
align with the average mix of benefits for existing positions in your agency.

Please provide an explanatory note (in the Notes field) for each vacancy.
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8. Board Member

Identify board and commission members

Utah Performance & Budget Pr X -+ v

< Cc & budgetprep.at.utah.gov/comp/home. html?appr=EAA&a=228&selectedLine=**** QB * b

Utah Performance & Budget Prep

Personnel Grid
Personnel Records are listed in this table and linked to an Appropriation. Highlighted records show you what has been modified this cycle. Beactivated-Reeerds are also highlighted

« Edit a Personnel Record by clicking the person's name, Employee Number, PCN, or « Manage Appropriation Funding by going to the Funding page
Class Title. Some fields allow in-line edit « See Calculations Rates on the Benefit Rates page. Appropriation Info is Here
= Add or Duplicate Records by clicking the add or duplicate buttons « Mass Update multiple records by checking the records's checkboxes and clicking
» Search For Records by entering search text above. Search will look at the person's 'Mass Update
name, employee number, class, appropriation, line or tags. « Update Personnel Data from the State Data Warehouse by clicking Here
Update Multiple Records Add Record Update Statuses to LFA Review Update Statuses to Agency Review

Benefits  Flags [(Additionalinfo] Tags

(m] Name FTE Val Rate Estimate Appr Inactive  Status :m Class Title PCN Line Schedule Mod I\A.::I:r FTE

0 1 3236 $120,04268 2390 0 gﬁfff] 2000 B8 oct 24 | 0 1

O 1 3708 $12920693 2390 O g)l:]fs] 2000 B Oct 24 ] 1

O 1 2313 $87,740.92 2390 (m) ([:?[:J:g] 2000 B Oct 24 ] 1

O 1 3708 $139,146.07 2390 0 éol:fsl 2000 B8 oct 24 O 1

O 1 3708 §$135747.75 2390 O g);fg] 2000 B Oct 24 O 1

O 1 3708 $129,78543 2390 (] ([)OK:J:I;I] 2000 B Oct 24 o 1

O 1 43 §164,335.32 2390 (] g);f;t] 2000 B Oct 24 O 1

m] 1 4695 $165,896.01 2390 (m} g:fg] 2000 AX Oct 24 0O 1

] 1 R4 61234001 an =) [object nnn 8 ot o

Check the Board Member box to identify the records of board or commission members
that are present in Comp Prep. GOPB will exclude all board members from the
incremental compensation increase calculation. Do not add records for board members
that are not already present in Comp Prep.
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9. Appropriation Info

Select the appropriation unit(s) to view. This will populate the appropriation

units for your agency.

Personnel Grid

Personnel Records are listed in this table and linked to an Appropriation. Highlighted records show you what has been modified this cycle. Deactivated Records are also highlighted

Edit a Person
Class Title. Some fields allow in-line edit
Add or Duplicate Records by clicking the add or duplicate buttons

.

name, employee number, class, appropriation, line or tags.

Appropriation Unit Lookup

This information comes from the State Data Warehouse (Appropriation_Unit table)
This is the appropriation information for Dept of Environmental Quality for 2024

Appropriation Units

Department ¢ Appr 4+ ApprDesc 4 Line 4
Environmental NAA . X NAAA
Qualit Director's Office
4 Admin
Dept of NAB DEQ Local
Environmental NAB Health NAAA
Quality Departments.
Dept of
Environmental NAC NAC DEQ Radon NAAA
Quality
Dept of
Environmental NAD NAD s NADA
. Radiation Control
Quality
Dept of "
Environmental NAE NAE DEQ. Water NAEA
" Quality
Quality
Dept of NAL DEQ Waste
Environmental NAL Mgmt & Radiation NALA
Quality Control
Dept of
Environmental NDA NDA [?EO }.\O NADD
. Administration
Quality
Dept of
Environmental NDB NDB DEQAO NADD
" Planning
Quality
Dept of
Environmental NDC NDE DEQ AQ NADD
" Compliance
Quality

GOVERNOR’S OFFICE OF PLANNING AND BUDGET

nel Record by clicking the person’s name, Empleyee Number, PCN, or

Search For Records by entering search text above. Search will look at the person's

Line Info +

NAAADEQ
Executive Director

NAAADEQ
Executive Director

NAAADEQ
Executive Director

NADA DEQ
Radiation Control

NAEA DEQ Water
Quality

NALA DEQ Waste
Management &
Radiation Control

NADD DEQ Air
Quality

NADD DEQ Air
Quality

NADD DEQ Air
Quality

Line Detail +

NAAA SBO0S Item
57 2023 General
Session

NAAA SBO05 ltem
57 2023 General
Session
NAAA SBO0S ltem
57 2023 General
Session
NADA Not
Appropriated or
Needed for FINET
Depreciation
NAEA Not
Appropriated or
Needed for FINET
Depreciation
NALA Not
Appropriated or
Needed for FINET
Depreciation
NADD SB005 ltem
612023 General
Session
NADD SB005 ltem
612023 General
Session
NADD SB005 Iltem
612023 General
Session

« Manage Appropriation Funding by going to the Funding page.

« See Calculations Rates on the Benefit Rates page. Appropriation Info is Here.

« Mass Update multiple records by checking the records's checkboxes and clicking
‘Mass Update'

« Update Personne! Data from the State Data Warehouse by clicking Here

Category

FAAA
Environmental
Quality

FAAA
Environmental
Quality
FAAA
Environmental
Quality

FAAA
Environmental
Quality

FAAA
Environmental
Quality

FAAA
Environmental
Quality

FAAL
Environmental
Quality
FAAA
Environmental
Quality
FAAA
Environmental
Quality

Type

FAAA
Environmental
Quality

FAAA
Environmental
Quality
FAAA
Environmental
Quality

FAAA
Environmental
Quality

FAAA
Environmental
Quality

FAAA
Environmental
Quality

FAAA
Environmental
Quality
FAAA
Environmental
Quality
FAAA
Environmental
Quality

Note *

Needed for FINET
Depreciation

Unit Info

480 1000

480 1000

430 1000

480 1000

480 1000

480 1000

480 1000

480 1000

480 1000

Fiscal Year

2024

2024

2024

2024

2024

2024

2024

2024

2024

Driving the best investment and use of Utah’s resources
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10. Benefit Rates

View benefit rates and hours per FTE utilized to calculate total salary and
benefit costs

Benefits/Rates

Current Benefits/Rates are listed below. The key field for the benefitrate is their name.
Benefit/Rates are either Flat Rate or Value
Business logic within the application picks which value to take. Key Functions
« Edit a Benefit/Rate by clicking the fund in the table below.
« Add New Benefit/Rate by clicking the 'Add Fund' button
s Deactivate Benefit/Rate by clicking the Benefit/Rate then checking the ‘inactive’
checkbox

Add Benefit

Benefit ¢ Name ¢ Type ¢ Flat Cost ¢ Percentage ¢  Year 4+ Inactive -
18 Life Insurance Calculation 32.76 2024 N
19 Medicare Calculation 0.0145 2024 N
20 Workers Comp 810 Calculation 0.016 2024 N
21 Workers Comp Calculation 0.0045 2024 N
22 Disability Calculation 0.0068 2024 N
23 Unemployment Calculation 0.001 2024 N
24 Social Security Cap Calculation 160200 2024 N
25 Social Security Calculation 0.062 2024 N
26 Max Match 401k Caleulation 26 2024 N
27 Base Hours Calculation 2088 2024 N
29 Year Caleulation 2024 2024 N
49 NONE Dental 0 2024 N
50 PEHP 1 Dental 31434 2024 N
51 PEHP F Dental 1061.84 2024 N

GOVERNOR'’S OFFICE OF PLANNING AND BUDGET
Driving the best investment and use of Utah’s resources
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11. Download Excel Spreadsheet

Download data in excel spreadsheet format

§ Utah Performance & Budget Pre; X 4 N

[0}
=

<« C @ budgetprep.at.utah.gov/comp/home.html

Personnel Grid
Personnel Records are listed in this table and linked to an Appropriation. Highlighted records show you what has been modified this cycle. Desetivated-Reesres are also highlighted

« Edit @ Personnel Record by clicking the person's name, Employes Number, PCN, or « Manage Appropriation Funding by going to the Funding page.
Class Title. Some fields allow in-line edit « See Galoulations Rates on the Be page. Appropriation info is Here.
- Add or Duplicate Records by clicking the add or duplicate buttons - Mass Update muliple records by checking the records's checkboxes and clicking
- Searsh For Records by entering search text above. Search will look at the person's "Mass Update’
name, employee number, class, appropriation, ine o tags, - Update Personnel Data from the State Data Warehouse by dlicking Here
Update Muliple Records | Add Record Update Statuses to LFAReview  Update Statuses to Agency Review

Benefits | [ Flags ) Tas

FIE ) : Gen . : Board

=] Name va | Rate  Estmate  Appr Inactve Status "' Max | Emp Numb | Class Title | PCN | Line | Schedule | Mod | Membe

o 1 2563 $8032239 AEA O | [lobect AEAA AN Dec7 o 1
Object]

=] 1 ;o1 soisoi7o AgA [ Lbled AEAA AN DT 0O 1
Object]
[object

0 1 DT swsgees A O (o AEAA AN Dec7 (] 1

=] 1 o164 suepezes AEA () Lopied AEAA AN DecT O 1
Object]

o 1 3496 $104597.68 AEA O | lobect AEAA AN Dec7 o 1
Object]
[object

=] i B SO AEA O ot AEAA AN DeeT (O 1

u] 1 4327 415382 AEA O gsqu AEAA AN D7 O 1

=] 1 6213 siams207 Aga [ Lped AEAA AN D7 O 1
Object]

o 1 3496 §10428620 AEA O | okt AEAA AN Dec7 o 1
Object]

n] 1 301 §9139322  AEA g [obiect AEAA AN Dec7 O 1
Object]

o 1 6613 519556463 AEA O | [lobect AEAA AN Dec7 o 1
Object]

=] 1 516 sie3ss06s AEA [ Lpled AEAA AN DT 0O 1
Object]

o 1 9164 $26495724 AEA O | [obiect AEAA AN Dec7 O 1

Object]

Click on the Excel icon to download the data in an Excel spreadsheet.

File  Home Insert  Draw  Pagelayout  Formulas  Data  Review  View Help  Acrobat
B X cut el o A A Y Bl Bz voma Bad T
@ copy ~
: BT U~ Hiv|av A = @ % 9 [checkcell | i i
Cipboar = Font 5 Alignment Number styles celts
J18 - x D AC
A B c D E F G H | J K L M N ) P Q R s T u v w X Y
1 |Download Personnel Agency  AppropriatiLine  Employee Employee Class Title Position G Schedule Estimate  Calc-Wage Calc-SocS Cale-Medic Calc-Dente Calc-Healt Calc-Uner Calc-Work Galc-Terml Calc-Lifeln Cale-LTDis Calc-401K] Calc-Retire Status FTE Valu
2 4514771 32749 Depamer2005 2000 AB 1520843 1404806  8709.8 2036.969 0 8569319 0 0 0 0 0 LFA Revier
3| 4514771 49166 Departmer2005 2000 AD 1520843 1404806 67098 2036.969 0 0 0 8569319 0 0 0 0 0 LFA Revie:
4 4514771 49222 Departmer005 2000 X 1520843 1404806  8709.8 2036.969 0 0 0 8569319 0 0 0 0 0 LFA Revie:
5| 4514771 55955 DeparimerDAC  DAAA AB 7580851 43618.32 2704336 6324656 5785 155246 4361832 266.0718 1260569 3276 218.0916 676 10333.18 LFA Revie:
6| 4514771 66062 DepartmerDAC  DAAA AB 1484145 109056 2 6761487 1561315 0 0 109.0862 6652431 3151725 3276 5452812 676 25336 42 LFA Revie:
74514771 51608 DeparimerDAC  DAAA AD 1640354 15133 938.566 219501 0 0 15138 923418 0 0 0 0 0 LFARevier 02
8| 4514771 55930 DepartmerDAC  DAAA AD 2389974 1712578 9114 2483208 31148 76296 1712578 1044672 4949349 3276 6562888 676 40570.96 LFA Revie
9| 4514771 56053 DepartmerDAC  DAAA AD 8130622 4900536 3038332 7105777 5785 165246 49.00536 298.9327 1416255 3276 2450268 676 9810873 LFA Revie:
10| 4514771 565926 DepantmerDAC  DAAA AB 1240912 8819712 5468.221 1278858 31148 76296 68.19712 538.0024 2548897 3276 4409856 0 17657.06 LFA Revier
11 4514771 42014 DepartmerDAC  DAAA X 0 LFA Revie:
12| 4514771 65987 DepantmerDAC  DAAA X 1262264 7685704 4703136 1099927 105196 2072486 7585704 4627279 2192268 3276 379.2852 676 17970.53 LFA Revie
13| 4614771 46432 DepartmerDAC  DAAA X 656141 60552 3764224 B7.8004 0 0 60552 369372 0 0 0 0 LFA Revie: 0.
14 4514771 56044 DepantmerDAC  DAAA AB 9700393 672336 4168480 9748872 31148 736998 672336 410125 1943051 3276 336168 676 13460.17 LFA Revie
15| 4514771 48802 DepartmerDAC  DAAA AC 1633352 1126894 6986.74 1633996 0 0 1126854 6674061 3256723 3276 5634468 676 2669611 LFA Revie:
16 4514771 42830 DepantmerDAC  DAAA AC 6267083 4150944 2573585 6018869 31148 75206 4150944 2532076 1199.623 3276 20756472 0 8310.19 LFA Revier
A7) 4514771 66084 DevartmerDAC  DAAA AC 9722691 5980032 370762 8671046 0 185246 5980032 364762 1728229 3276 299.0016 676 14166.7 LFA Revien

GOVERNOR'’S OFFICE OF PLANNING AND BUDGET
Driving the best investment and use of Utah’s resources
15



12. Funding Page

View and edit appropriation unit funding sources

Budget Builder

Base
Funding Splits = request

- | Intent Language
060 - Governor's Office
i Pass Through

Funding Split
Admin
. . 1F De.fault ISF Funding Conn D.eiault Comp Funding .
Line Item Appropriation Funding Funding Status Actions
Percent Percent
Percent Percent
1411 GOV Indigent Defense Anan A A nnnn P .
1411 Resources Restr Acct 1.0000 1.0000 0.0000 0.0000 GOPB Review rd
1414 Colorado River Authority of -
1414 Utah Restricted Account 1.0000 2.7000 0.0000 0.0000 GOPEB Review Vd
2328 GOV Municipal Incorporation ann anan 0 o000 annnn .
2328 Expendable Special Revenue Fund 1.0000 1.0000 0.0000 0.0000 GOPB Review rd
2315 2315 GOV CYR Crime Victim 1.0000 1.0000 0.0000 0.0000 GOPB Review Vi
Reparation
CAAA CAE GOV Literacy Projects 1.0000 1.0000 0.0000 0.0000 GOPBE Review rd
7260 7260 Indigent Inmate Trust Fund 1.0000 1.0000 0.0000 0.0000 GOPB Review f
CGAA CGA Governeor's Emergency Fund 1.0000 1.0000 0.0000 0.0000 GOPB Review f
S
CFDA CFF Child Welfare Parental Defense 0.8590 1.0000 0.0000 0.0000 GOPB Review Vi
Program
0 ild W
2090 2050 GOV Child WWelfare Parental 1.0000 1.0000 0.0000 0.0000 GOPB Review Vi

Defense Fund

Click on “Funding Split” located on the Budget Builder banner under the Budget Prep
drop down to edit the funding spreads. The “Funding” page should reflect the spread of
funding sources for personnel services expenditures. The system is pre-populated with
the funding spread from the most recent legislative session.

e To add additional funding sources, select a fund from the drop-down menu, enter
the amount (as a percent of the total funding), add appropriate notes, and click
“Add Fund”. Repeat as necessary.

e To update the percent attributed to a fund, click on the fund name in the table,
adjust the amount, add appropriate notes, and click “Update Fund”.

GOVERNOR’S OFFICE OF PLANNING AND BUDGET
Driving the best investment and use of Utah’s resources
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e To remove a funding source, click the x to the right. A warning will appear asking
if you want to permanently delete this funding source.

- budgetprep.at.utah.gov says

Are you sure? This record will be permanently deleted.

Split Cancel

F Default Comp Default

nding Pet ISF Funding Pct Fanding Pet Comp Funding Pct Note Actions

1 1

1.0000 1.0000 0.0000 0.0000

The initial funding spread loaded into Comp Prep is based on the LFA’'s FY25 ongoing
funding base budget, and this value is stored in the “Default” field. If you change the
default percentage or add a new funding source, please provide justification in the notes
field.

12. a. Turnover Savings Report

The Turnover Savings review was previously completed with shared spreadsheets and
has now been added to Comp Prep. LFA and GOPB utilize the data to meet two
separate reporting requirements.

This table is now in a new location. Under the Comp Prep tab, select the Turnover
Savings option, which will populate the needed information.

GOVERNOR'’S OFFICE OF PLANNING AND BUDGET
Driving the best investment and use of Utah’s resources
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— o v _

Tumover Savings /ings

Admin

‘Agencies should revigh this vacafffy report for accuracy and provide suggested amendments ta their GOPB analyst by Friday, September 16. When completed, update status to "GOPB Review"

Budaget data fields JPr both years Mgresent the FINET budget for personnel services. Actual data fields for both years represent actual personnel services expenditures in
LA inatg with your GOPB analyst for the budget and actual data fields. Appropriated data fields for both years represent the appropriations
provided for persofinel se¥ices ggfare tracked in LFA's COBI. If you have questions regarding this amount, please contact your LFA analyst

Department: 060

Update Statuses to Agency Review Update Statuses to GOPB Review Update Statuses to LFA Review
Line Item Line Item Name FY21 Appropriated FY21 Budget FY21Actual FY22 Appropriated FY22 Budget FY22 Actual Status Notes
2094  CCJJ-Pretrial Release Programs SRF 39,000 30 $0 $12,000 52,859 $6,589 GOPB Review
CCCA Colorado River Autherity of Utah $0 N/A NIA §600,000 $600.000 $616,774  GOPB Review
CEAA GOV Criminal & Juvenile Justice $6,327,700 §5,610,602 $6,038,292 $6,862,500 §5718,053 56,291,387 GOPB Review
CAAA GOV Govermnor's Office $5,257,000 $5,263,700 $5,357,483 $5,720,400 $5,582,000 $5,891,494 GOPB Review
CFDA GOV Indigent Defense Commission $1.417 9500 51,055,742 $919,039 $2,226,100 $932,914 51,368,760 GOPB Review
CBAA GOV Office of Management & Budget $3.973,800 §3.657.500 $3,153,813 $4,756,600 $4,094.300 $3,889.715 GOPB Review

Data for the report comes from the following sources:

) Budget data fields for both years represent the FINET budget for
personnel services.

) Actual data fields for both years represent actual personnel
services expenditures in FINET.

° Appropriated data fields for both years represent the
appropriations provided for personnel services and are tracked in
LFA's COBI. If you have questions regarding this amount, please
contact your LFA analyst.

If you see any discrepancies with the data, please note the discrepancies and
work with your GOPB analyst to resolve them. After you have completed your
agency review, please update the status to GOPB review.

GOVERNOR’S OFFICE OF PLANNING AND BUDGET
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13. Submit Records to GOPB

Submit all records to GOPB for review

Budget Builder

180 - Dept of Public Safety « W= 239 Type to Filter _

Personnel Grid

Personnel Records ars listed in this table and linked to an Appropriation. Highlighted records show you what has been modified this cycle. Deactivated Records are also highlightsd

I Record by dlicking the person's name, Employee Number, PCN, or

¥ going to the Funding page.
age. Appropriation I
rds's checkbox: nd clicki

Personnel Data from the State Data Warehouse by clicking Here

Update Multiple Records Add Record Submit Records to GOPB

Benefts  Flags [[Addiinalinfe] Tags

. . Emp . Board
(m} Name FTE Val Rate Estimate Appr Inactive  Status N | Class Title | PCN | Line | Schedule | Mod — | FTE |
O 1 537 519414987 2390 O R:::\: W 2000 AX Oct 24 [m} 1
o 1 3236 $12094268 2390 o R 2000 B oazs 0O 1
: i Review
O 1 37.08 $129,20693 2390 O R:::\: ” 2000 B Oct 24 [m} 1
1 2313 $87.740.92 2390 i 2000 B Oct 24 1
a a Review m]
=) 1 3es silodeeo7 w0 O HA 2000 B oad 0O 1
i b Review
1 37.08 $13574775 2390 = 2000 B Oct 24 1
] " ] Review m]
O 1 37.08 §129.78543 2390 O R:::\: W 2000 B Oct 24 [m} 1
=) 1 4 oseaBR BN O S 2000 B ox [ 1
" Review
O 1 4695 $165896.01 2390 O R\t;::\: " 2000 AX Oct 24 [m} 1
O 1 3354 §123.49507 2390 O = 2000 B Oct 24 (] 1
. Review

Once you have reviewed all records and believe them to be correct, click “Submit
Records to GOPB.” A box will pop up with a message asking if you have reviewed the
funding spread. If not, click “Cancel”, review the funding spread (see page 17), and then
submit records.

Please submit all records no later than close of business on Friday, Sept. 15, 2023.

NOTE: Once you have submitted records to GOPB for review, you will no longer
be able to edit those records. Please contact your GOPB analyst if you need to
edit them after they have been submitted for GOPB review.
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